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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL T BroElon: N

INSPECTION PROGRAM \Y 9 oRTHER~ ; /

Chapter 4 Evaluated by: _ Date:

Fiscal Controls MARLA AR 9 /& 94]2
Assisted by: Date: /

INSTRUCTIONS: Answer individual items with “Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:
TYPE OF INSPECTION

[] Division Level! MCommand Level

[] Office of Inspections ] Voluntary Self-Inspection
Date: ! 3
7/:25/28

For applicable policies, refer to State Administrative -

Follow-up Required: Commandegy’Signalurg?
[]Yes E No (] Follow-Up Inspection

LA
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2, /

Chapter 2.
1. Is management actively involved in reviewing and ‘
approving paperwork related to receiving and S Yes | [JNo | [IN/A | Remarks:

preparing collections?

2. Does the command have Standard Operating ks O ST
Procedures (SOP) to provide necessary guidelines Tﬂ Yes | [ONo | CIN/A | Remarks: S
for overall management and accountability of \bes(_ ?wbﬁﬁms

receiving and preparing collections?

3. Does the command have adequate separation of

duties for collections received? @ Yes | [INo | []N/A | Remarks:

4. Does the command have adequate separation of '
duties for the cash receipt process? "&Yes [ONo | [ N/A | Remarks:

5. Is access to the safe and/or vault appropriately .
restricted? & Yes | [INo |[JN/A | Remarks: CASk Box

6. Does a record exists-which identifies who has access
to the safe and/or vault and when changes in access NYes CINo | LI N/A

occur?

Remarks;

7. Was the lock combination changed when an excess
number of employees were aware of the [1Yes | [INo E/N/A
combination, transferred out of the Area, or no longer
requires access?

Remarks:

8. Is the safe securely anchored to the building?
MN/A Remarks: 13 o SAv-E

[Jves | [INo
9. Are weekly transmittal reports prepared in
accordance with departmental policy? M Yes | [ONo |[JN/A | Remarks:

10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days [ﬁYes ONo | [ON/A | Remarks:
following the week covered by the report?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Controls
11. Does the command submit the following forms
with the weekly transmittal when applicable? ‘S[Yes [INo | [JN/A | Remarks:
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.

(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).

(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.

(4) CHP 221, Malicious Damage Report.

(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.

(6) Civil subpoena.

12. Is a memorandum for cash shortages prepared if
necessary? M Yes | [INo | [JN/A | Remarks:

13. Does the command ensure the information written on
the counter receipt is complete and legible? MYes | [ONo |[JN/A | Remarks:

14. Was a counter receipt issued for each witness fee ,
deposit received? M vYes | [ONo | [IN/A | Remarks:

15. Was a countér receipt issued for each movie,
wide-load, and special event detail(s)? [Jyes | [JNo m N/A | Remarks:

16. Was each counter receipt issued for each sale, : i
including the sale of discarded tires, junk batteries, ™ ves | [INo |[JN/A | Remarks:
used rotors, and other cash received?

17. Is sales tax added to items that are not for resale?

] Yes []No &N/A Remarks:

18. Are all counter receipts pre-numbered and issued in '

___numerical sequence? ®.ves | [INo |[JN/A | Remarks:

19. Were transfers of counter receipt books/certificates '
between field commands reported on a CHP 266A, [JYes | [INo ~E‘\N/A Remgarks:

Credit Memo - Non- Equipment?

20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? ™ Yes | [JNo | [JN/A [ Remarks:

21. Are the CHP 264, Petty Cash Replenishment o, SUZ EXCRErous
Requests, completed at least monthly if over $10.00, | [7] Yes E/No [ N/A | Remarks: oaxonpuT
quarterly if under $10.00, and on June 30 of each ’ SuLrEINSE tT’b—ii
fiscal year?

22. Is the CHP 264 properly authorized?

g\(es D No D N/A Remarks:

23. Does the total amount of cash, receipts on hand, and ﬂ - 0 -
receipts in transit equal the total of petty cash and Yes No N/A ' _
change funds? P P CHANLE "U‘"}A

24, |s there documentation to support periodic reviews of ‘]j o B —
petty cash and change funds performed by the Yes No N/A :
commander or designated person? Aud w2 eN0S

25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? ™Myes | [INo | [[JN/A | Remarks:

CHP 680G (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 3of3

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? Cves | [INo | A NA Remarks: tdg ¢ pANILE RN\{L
27. Are change funds over $100 and petty cash funds )
over $200 kept in a safe, vault, or money chest ]ﬁYes CJNo | [JN/A | Remarks:
adequate to safeguard cash?
28. Are all petty cash purchases under $507?
IZlYes D No D N/A Remarks:
29. |s petty cash used to purchase prohibited items?
D Yes MNO D N/A Remarks:
30. Did the command circumvent the dollar limitation by )
splitting the purchase? []Yes ]ﬂNo [] N/A | Remarks:

31.

Is a petty cash custodian designated by the
commander?

[ﬁYes

[] No

] N/A

Remarks: t‘J\EI\MU o) RWE
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STATE?DF CALIFORNIA Command: Northern Division Chapter: 4

DEPARTMENT OF CALIEORNIA HIGHWAY PATROL DGIF

CONMMAND INSPECTION PROGRAM | Inspected-by:=——- Date:
0SS1 Marla Anderson, #A3480 | 09/29/2008

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. ‘Under "Forward to:" enter the next level of command where the document .
" shall be routed to and its due date. This docliment shall bé Utilized to document innovative practices, suggestions for statewide =~
. improvement, identified deficiencies, correchve actlon plans -and may be used to: appeal fndings A CHP 51 Memorandum may be used |f

additional space is required.

| TvPE OF INSPECTION [ Corrective Action Plan Included
[ Division Level [ Command Level [J Appeal Included
[] Executive Office Level | J Attachments Inclided
Follow-up Required: Forward fo: Sl i ngftzeéfzooa

[] Yes £ .No

Due Date:

Chapteriln

Inspector’'s Comments Regardlng !nnovative Practlces

None

| Command Suggestions for Statewide Improvement: : - |

None

| Inspector's Findings:

During the Chapter 4 Inspection, the inspector found that DGIF was not'in complete compliance with-
policies and procedures as outlined in HPM 11.1, Chapter 4 and HPM 11.2, Chapter 2 related to the
submission of the CHP Form 264 on a monthly basis when petty cash receipts exceed $10.00. It has
been determined that the CHP 264 has prepared in accordance with policy at the end of the fiscal year

and when replenishing funds.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

* COMMAND INSPECTION PROGRAM - e
~ EXCEPTIONS DOCUMENT |

Command: Northern Division Chapter 4
DGIF

Inspected by: Date:

08851 Marla Anderson, #A3480 09/29/2008

Page 2

[ Commander’s Response . |
The commander has ensured that.the quarterly petty cash audits.have been conducted and all monies
have been accounted for. To ensure compliance with submitting the CHP form 264 on a monthly basis
when receipts exceed $10.00, a suspense has been created to bring this to the attention of the OSS1

and the Facility Commander.

| Inspector's Comments:

None.

D e iy
AR R S

Reﬂu:rei%ctmnmff G T e Y R R e R O I

Corrective Action Plan/Timeline

Corrective action to ensure compliance with submitting the CHP 264 on.a monthly-basis has been
accomplished. This was done immediately upon becomé‘aware of the deficiency.

CHP 680A {(Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

~COMMAND INSPECTION PROGRAM-
EXCEPTIONS DOCUMENT
Page 3

Command: Division: Chapter:
DG”:' Northern® — — 4

Inspected by: Date:

0OSSI Marla Anderson, #3480 | 09/29/2008

Appeal Process: (Appeals shall be filed within five (5) business.days of the completed chapter inspection).

Commander’s Basis for Appeal:

rAppeaF Review/Decision: (This shall be the only level of appeal).

A I s

Lead Inspeptop’s Signatlre:

/

_ / /
Date.?//??;Ag

F{esporiﬂing éor}'-lfnander’s Signature (for appeal):

Date:

CHP 880A (Rev. 08-08) OPI 010




18/12/2009 13:17 5304735183 CHP WILLIAMS AREA PAGE 19/18
STATE OF CALIFQRNIA Command: Divigion: Chapter,
DEPARTMENT OF GALIFORNIA HIGHWAY PATROL Williams Area | Nerthem Division 4
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Bettina L. Oidham | 11/21/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:” enter the next level of command where the document
shail be routed to and its due date. This document shail be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required,

TYPE OF INSPECTION [ Corrective Action Plan Included
[ Division Level Cormmand Lavel [J Appeal included
[J Executive Office Leve| . D] Attachments Included
Follow-up Requirad: Forward to: Commander's Signatute: Date:
e
0
N4 .
 Dyes  MENo Due Date: s \ '{/ 19f09

.Chapter Inspection e | R R R AR Db R N TR VIR R

Inspector’s Comments Regarding Innovative Practices:

| Command Suggestions for Statewide Improvement:

| Inspector's Findings:

Fiscal Controls: Area does have an on site safe and/or vault. Memorandums for cash shortages are
prepared as necessary.

GHP B880A (Rev. 09-09) OP1010
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16/12/2893 13:17 5304735183 . CHP WILLIAMS AREA PAGE 11/18

STATE OF CALIFORNIA
DEPARTMENT OF CAUFORNIA HIGHWAY PATROL -
COMMAND INSPECTION PROGRAM m‘fﬁa"di uwan: | Chapee
EXCEPTIONS DOCUMENT Wliams Area -
Page 2 Bettina L. Oldham 02/21/2008
[ Commander's Response: l

Al fiscal controls are being conducted in accordance with Departmental palicies and procedures.

[ Inspector’'s Comments:

| concur.

Required Action. . i iaeah epaiba e BSSTERD S SR ki e S S T RS

Corrective Action Plan/Timeline

CHtP B80A (Rev. 08-08) OPI 410
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'STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT

Page 3

Appeal Process. (Appeals shall be filed within five (5) business day

12/18

CHP WILLIAMS AREA PAGE
Command: Division: Chapter:
\N‘,”iams Area Northem Division 4
Inspected by: Date:

Bettina L. Oldham 11/21/2008

of the completad chapterinspsction).

Y byt

wAne

Commander's Basis for Appeal:

[ Appeal Review/Decision: (This shall ba tha only Jevel of appeal).

2z

” ]
Lead Inspector's Signature: Date:
A Lo
)L\k‘: éE i’/“i_é. Q\ 02/19/2009
ReépnndW SET“B {for appeal); Date!
No 02/15/2009

t o
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM

N-D- II—/*7])'S)

Page 10f3
Command: Division: Number: 135
Redding Area | Northern
‘Evaluated by: Date:
Sergeant Mark Garcia 11/12/08
Assisted by: Date:
Dorothy Romeo 11/12/08

INSTRUCTIONS: Answer individual items with "Yes" or “No” answers, -or fill in the blanks :as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted inthe inspections shall be:commented on via the "Remarks” section. Additionally, such

discrepancies and/oer deficiencies shall be documented on an:Exceptions:Documen

t and addressed to the next level of command.

Furthermore, the memorandum shall include any follow-up-and/or corrective action(s) taken. If this form is used as a Foliow-up Inspection,
the “Follow-up nspection” box shall-be marked and only deficientitems ‘need to’be re-inspected. ' S '

RE bE RePESTION Lead Inspectof's Signature:
[] Division Level Xl Command Level _
[] Office of Inspections ] Voluntary Self-Inspection
Follow—up iRe'q;ui‘red'. Commander's Signature: Date:
] Yes No [ Follow-Up Inspection |~k _( i . e i 388
€s I’ No ! \,:__,.,)_W. | AP
For applicable policies, refer to State Administrative i
Manual (SAM), HPM 111, Chapter 4, and HPM 11.2,
Chapter 2.

. 1. Is management actively involved in reviewing and .
“approving paperwork related to receiving and Yes | [ONo |[JN/A | Remarks:
preparing collections?

-2.—Does the-.command-have Standard Operating e N
Procedures (SOP) to-provide necessary guidelines ClYes | XINo |[IN/A s;?;;rcksm::ﬁz% D o o
for overall- management and accountability of Chapter 2. -

s receiving and preparing collections? -
3. Does the command have adequate separation of o
duties for collections received? X Yes | [INo |[IN/A | Remarks:
4. Does the command have adequate separation of )
duties for the cash receipt process? X Yes | [INo |[JN/A | Remarks:
5. |s access to the safe and/or vault-appropriately = : ReSdihaareadoss ot
P 5 \ emarks: Redding Area does no
restricted? [ Yes [1No DI N/A have a safe or vauit for our
collections or.change fund. The Area
uses two locked:drawers that contain
locked Petty Cash and locked
Callections-boxes,
6. Does a record exists which identifies who has access Reraks: REAding Aroa d o
4 . § H ’ emarks: Reading Area oesn
to the'?safe and/or vault and when changes inaccess | []Yes | XINo | CIN/A | 205 safe or vault, Clerical staff
occurs has access to the locked Petty Cash
and-Collections drawers. A duplicate
set of keys is in the Sergeants' lock
box.
7. Was the lock combination changed when an excess . ,
number of employees were aware of the [JYes | [INo | [XIN/A | Remarks: The key is availableto the
e . NE ) clerical staff and there is no
c_:om‘_.bmratrloni, trgnsferred out of the Area, or no longer comibination Jock to change.
requires access?
8. Is the safe securely anchored to the building? Remarks: Redding Area doss ot
emarks; Redding Area does no
D Yes D No |Z N/A have a safe for the Collections or
Change funds.
9. Are weekly transmittal reports prepared in ‘
accordance with departmental policy? Yes | [JNo | [JN/A | Remarks:

CHP 680G (Rev. 09-08) OP| 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Controls
10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days | X Yes | [ No | [IN/A —
following the week covered by the report? s
11. Does the command submit the following forms
with the weekly transmittal when applicable? Yes | [ONo | [JN/a | Remarks:
(1) CHP 265, Sale of Discarded Tires/Junk
‘Batteries/Used Rotors.
(2) CHP 386, Evidence/Property Receipt/Report
(Unclaimed Property).
(3) STD 634, Absence.and Addltlonal Time Worked
Report for jury duty.
(4) .CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate —
Advance ’Depos’it.
(6) Civil subpoena.
12. Is a memorandum for cash shortages prepared if ) )
necessary? (JYes | [INo |DIN/A E?smrz;:‘nsé ;"e?i';%""e'e EQUIEe[OuNg
13. Does the command ensure the information written on :
the counter-receipt is complete and legible? X Yes | [INo | [JN/A | Remarks:
14. Was a counter receipt issued for each witness fee )
deposit received?- — [ RYes | [INo | TN | Remere: fcony rteinsseee
Counter Receipt.
15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? X Yes | [JNo | [IN/A | Remarks:
16. Was each counter receipt issued:for each sale,
including the ‘sale of discarded tires, junk batteries, K Yes | [INo |[JN/A | Remarks:
used rotors, and other cash received?
17. Is sales tax added to'items that are not for resale”?
g Yes D No D N/A Remarks:
18. Are all counter receipts pre-numbered and issued in
numerical sequence? B Yes | [INo | [JN/A | Remarks:
19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, CJYes | [ONo | X NA dRSrriTri(r?i:s 'r“a‘ii:g”fﬁ;zwere dene
Credit Memo - Non- Equipment? ¢ perot:
20. Is the STD 439, Disbursement Voucher, properly _
authorized and completed to support expenditure? [DYes | [ONo | XIN/A m’gfm;ﬂﬁésg? IS figh =S
21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, Yes | [INo | [JN/A EﬁT:;ZSé7A2%g7P ﬁi‘; ‘{ftshgomp'eted
quarterly if under $10.00, and on June 30 of each weekend.
fiscal year?
22. Is the CHP 264 properly authorized?.
X’ Yes D No D N/A Remarks:
23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and X Yes | [ONo |[JN/A | Remarks:
change funds?
24. |s there documentation to support periodic reviews of ‘
petty cash and change funds performed by the Yes | [ONo |[IN/A {::)Z”(‘zal_’i';sé&h:n?;?j':s;‘g;;fd"igvgd

commander or designated person?

CHP 680G (Rev, 09-08) OP| 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter4
Fiscal Controls

Page 3of3

‘pop audits are also conducted.

25.

Are overagesand shortages of the petty cash
funds reported to Fiscal Management Section? XK Yes | [ONo | [JN/A | Remarks:
26. Were change funds used-to cash checks, money .
orders or-cashier/travelers checks? . [] Yes No | [ NrA | Remarks:
27. Are-change funds over'$100 and petty cash funds B R
« S&OA0 kant in - 7 - «[7A | ‘Remarks: The funds are kept in
gngqngthgiﬁgfgéi:I%fi.a\éiglt,zr.or.monQy:chest @ Yes L_‘I No D N/A locked chests-inlocked drawers.
28. Are fa’ll:peﬁtty‘,cash:p.urchases under '$507? e o 5000
i s: On June 16, ,a petty
D Yes IE No LI N/A cash payment for $50.00 was made
to purchase ice for the officers
working at the Shasta County District
Fair. Per HPM 11.2, Chapter 2, a
maximum of $50 per purchase is
allowed.
29. s petty cash .used:to.purchase prohibited items? _
, 5 [OvYes | XINo | [JN/A | Remarks:
“30..Did the command circumvent the dollar limitation by » ol
_ splitting'the ‘purchase? [ Yes No | [JN/A | Remarks:
31. Is'a:petty cash-custodian designated by the .
commander? X Yes | [INo | JN/A | Remarks:

CHP 680G (Rev. 09-08) OPI 010




STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Redding Northern 4
COMMAND INSPECTION PROGRAM Inspected by: Date:

0SS! Dorothy Romeo 11/12/2008

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
‘improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
] Division Level [X] Command Level [ Appeal Included
[] Executive Office Level [ Attachments Included
Date:

Forward to: Commander's Signature:
Northern Division

Follow-up Required:

[]Yes X No

Due Date:

Inspector's Comrents Regarding Innovative Practices:

None.

@ommand Suggestions for Statewide Improvement:

None.

[ Inspector’s Findings:

Area Command Procurement practices were found to be in compliance with the inspection
checkiist/departmental poiicy.

CHP 580A (Rev. 09-08) OPi 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM Command. Biision: Chapter
EXCEPTIONS DOCUMENT .'fs‘?i?e'd"%’y; Northern 4.
Pagé 2 ’ OSSI Dorothy Romeo 11/12/2008

| Commander’s Response: ]

[ Inspector's Comments:

CHP 680A (Rev. 08-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM Cormmand: Srison: Chapter
EXCEPTIONS DOCUMENT Redding Northern 4

Inspected by: Date:
Page 3 O§SI Dgrothy Romeo 11/12/2008

ympleted.chapterinspection)..

Commander's Basis for Appeal:

[ Appeal Review/Decision: (This shall be the only level of appeal).

Date:

72\% i3~

Respondmg Commaﬁder s Signature (for appeal): Date:

[ Lead Jnspéctor s Signa

CHP 680A (Rev. 08-08) OPI 010



16/99/2099 18:11 5309266335 CHP MOUNT SHASTA PAGE @2/07
- TaXer fo WvSion tz_,; »{:ﬁ G T A v L DA R =
Page 10f3
STATE OF CALIFORNIA
DEFARTMENT OF CALIFORNIA HIGHWAY PATROL Command: 146 Division: Humber:
INSPECTION PROGRAM Mt. Shasta Northern
Chapter 4 Evaluated by: Date:
Fiscal Controls Sgt. Annie Carcia, #14578 11/12/2008
Assisted by: Date:
Jane Decker, #A9484 11/12/2008

INSTRUCTIONS: Answer individual items with “Yes” or “No™ answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section., Additionally, such
discrepancias and/or deficiencies shall be documented on an Exceptions Document and addressed !0 the next level of command.
Furthermare, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,

the "Follow-up Inspection” box shall be marked and only deficient items need 1o be re-inspected,
Laad Inspector's Signature:

TYPE OF INSPECTION
"] Division Level X Command Level

r = _—&- y
[] Office of Inspections [ Voluntary Self-Inspection 6 ) G‘W ;'4578

Follow-up Required: Commander's Signature: . Date: .
Yes S No (] Follow-Up Inspection ,1% -
— 2 - /38 [«

Forapplicable policies, refer to State Administrative L
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chapter 2. l

1. Is management actively involved in reviewing and
approving paperwork related o receiving and Yes | [JNo |[JN/A | Remarks:
preparing collections?

2. Does the command have Standard Operating 1 ,
Procedures (SOP) to provide necessary guidelines | [ Yes No | [JN/A | Remarke: Asamanages collections
for overall management and accountability of ESHEERD ot
receiving and preparing coliections?

3. Does the command have adequate separation of
duties for collections received? X Yes | [JNo | [JN/A | Remarks

4. Does the command have adequate separation of
duties for the cash receipt process? X Yes | [INo |[7]N/A | Remarks:

5. Is access to the safe and/ar vault appropriately
restricted? [JYes | [INo N/A | Remarks:

6. Does a record exists which identifies who has access
ta the safe and/or vault and when changes in access | [JYes | [INo | K N/A | Remarks:
occur?

7. Was the lock combination changed when an excess
number of employees were aware of the ' [dvYes | ONo |[XN/A | Remarke:
combination, transferred out of the Area, or no longer
requireés access?

8. Is the safe securely anchored to the building?

[1Yes | [INo | [XIN/A | Remarks:

9. Are weekly transmittal reporis prepared in
accordance with departmental policy? Yes | [JNo | []N/A | Remarks:
10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days | X Yes | [JNo | [] N/A | Remarks:
following the week covered by the report?

CHF 680G (Rav. 08-08) OP( 010
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CHP MOUNT SHASTA

PAGE B3/87

Page 20f3
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Controls
11. Does the command submit the following forms femarke:
with the weekly transmittal when applicabie? Kyes | [C]No | [ON/A | Remars
(1) CHP 285, Sale of Discarded Tires/Junk
Batteries/Used Rotors.

(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).

(3) STD 634, Absence and Additional Time Worked
Report, for jury duty,

(4) CHP 221, Malicious Damage Report.

(5) CHP 464, Traffic Control Cost Estimate -
Advance Deposit.

(6) Civil subpoena.

12. Is a memorandum for cash shortages prepared if .
necessary? B Yes | [INo | [JN/A | Remarks:

13. Does the command ensure the information written on e
the counter receipt is complete and legible? Xyes | [INo [[JN/A | Remers

14. Was a counter receipt issued for each witness fee .
deposit received? Yes | [INo | [TJN/A | Remarke:

16. Was a counter receipt issued for each movie, - Remarks: No special event detalls
wide-load, and special event detail(s)? [(JYes | [JNo NIA are complated.

16. Was each counter receipt issued for each sale, .
including the sale of discarded tires, junk batteries, | [JYes | [INo | [ N/A | Remarkst A4 vems ore contracted
used rotors, and ather cash received?

17. Is sales tax added to items that are not for resale? ,

X Yes No D N/A Remarks:

18. Are all counter receipts pre-numbered and issued in _
numerical segquence? Yes | [No | [J N/ | Remarks:

19. Were transfers of counter receipt books/certificates .
between field commands reported on & CHP 286A, Jyes | [JNo | X NA zz::r ks: No transfers have been
Credit Memo - Non- Equipment? '

20. |s the STD 439, Dishursement Voucher, properly
authorized ard completed to support expenditure? Yes | [INo | [IN/A | Remarks:

21. Are the CHP 264, Petty Cash Replenishment _
Requests, completed at least monthly if over $10.00, | [ Yes | [JNo | [JN/A | Remarks:
quarterly if under $10.00, and on June 30 of each
fiscal year?

22. Is the CHP 264 properly authorized?

K Yes | [JNo | [JN/A | Remars:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and K vYes | [INo |[JNA | Remarks:
change funds? ™ |

24. |s there documentation to support periodic reviews of .
petty cash and change funds performed by the Yes | [JNo | [JN/A | Remarke:
commander or designated person?

25, Are overages and shortages of the pefty cash
funds reported to Fiscal Management Section? [(OYes | [JNo | X NA E::;aig;ﬁ”:g QVRrages or sharages

CHP 880G (Rev. 03-00) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT CF CALIFORNLIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Controls
26. Were change funds used to cash checks, money
orders or cashier/travelers chacks? [ Yes No | [ N/A | Remarks:
27. Are change funds over $100 and petty cash funds :
over $200 kept in a safe, vault, or money chest OYes | CONo | DI N/A | Remars: The Area does not have 8
dequate to saf rd cash? safa. Atno po!nt'do Area funds
adegua aregua excead these limits,
28. Are all petty cash purchases under $507
@ Yes D No D N/A Remarks:
28, Is petty cash used to purchase prohibited items?
D Yes No D N/A Ramarks:
30. Did the command circumyvent the dollar limitation by
splitting the purchase? [ Yes No | [JN/A | Remarks:
31. s a pelty cash custodian designated by the
cormmander? RvVYes | [ONo | [N | Remarks:

CHP B80G (Rav, 83-08) OP) 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

CHP MOUNT SHASTA

PAGE ©5/87

Command, 146 Division: 101 Chapter. 4
Mount Shasta | Nerthern Fiscal Controls
Inspected by: . Date:

Sgt. Annie Garcia 11/12/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks 2s indicated. Enter the chapter
number of the inspection in the Chapter inspection-number. Under “Forward to;" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION
[1Division Level X Command Level

[] Executive Office Level

[] Corrective Action Plan Included

| ] Appeal Included

[] Attachments Included

- Forward to: Commander's Signature: Date:
Follow-up Required: _Northern Division_ y //
D Yes & NO Due Date: ? 5'—4 Zﬂ 15_’ & T

Inspector's Comments Regarding Innovative Practices:

None.

| Comrmand Suggestions for Statewide Improvement:

None.

| Inspector’s Findings:

There were no discrepancies found.

Page 2
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STATE OF GALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

CHP MOUNT SHASTA PAGE 06/07
Command: 148 Division: 101 Chapter: 4

Mount Shasta Northern Fiscal Controls
Inspacted by: Date:

Sgt. Annie Garcia 11/12/2008

| Commander's Response:

| Inspector's Comments:

None.

Corrective Action Plan/Timeline

None.

CHP 8804 (Rev, 0B-08) OPI D10
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: 146 Division: 101 Chapter. 4 )
COMMAND INSPECTION PROGRAM Mount Shasta . Narthern Fiscal Gontrols [
EXCEPTIONS DOCUM Inspected by: Date:

Page 3 ENT Sgt. Annie Garcia 11122008 |

SR

Commander’s Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal),

Lead Inspector's Signature; Date;

Responding Commander's Signature (for appeal): Date:

CHP 680A (Rev, 06-08) OP| 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 10f3
/

Command: Division: Number:
Humboldt Northern
Evaluated by: Date:
M. Larsen, Sergeant 11-20-2008
Assisted by: Date:
H. Rosendahl, Sergeant 11-20-2008

INSTRUCTIONS: Answer individual items with "Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

] Division Level

(] Office of Inspections

X Command Level

(] Voluntary Self-inspection

Lead Inspector's Signature:

%./&\a;i

Follow-up Required:

[]Yes

No [] Follow-Up Inspection

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

ture:

774

Commander's Sig

Date:

/1-2/-0F

Chapter 2.
1. Is management actively involved in reviewing and
approving paperwork related to receiving and Yes | [JNo | [JN/A | Remarks:
preparing coliections?
2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines CYes | XNo | [OJN/A | Remarks:
for overall management and accountability of
receiving and preparing collections?
3. Does the command have adequate separation of
duties for collections received? X Yes | [JNo | [JN/A | Remarks:
4. Does the command have adequate separation of
duties for the cash receipt process? Yes | [JNo | [JN/A | Remarks:
5. Is access to the safe and/or vault appropriately
restricted? []Yes I No N/A | Remarks:
6. Does arecord exists which identifies who has access
to the safe and/or vault and when changes in access | [JYes | [JNo | [X N/A | Remarks:
oceur?
7. Was the lock combination changed when an excess
number of employees were aware of the CIYes | [ONo | [XIN/A | Remarks:
combination, transferred out of the Area, or no longer
requires access?
8. s the safe securely anchored to the building?
D Yes D No N/A Remarks:
9. Are weekly transmittal reports prepared in
accordance with departmental policy? Yes | [INo | [JN/A | Remarks:
10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days | X Yes | [JNo | [J N/A | Remarks:
foliowing the week covered by the report?

CHP 680G (Rev. 09-08) OP) 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page 20f3

11. Does the command submit the following forms
with the weekly transmittal when applicable? X Yes | [INo | [JN/A | Remarks:
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.

(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).

(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.

(4) CHP 221, Malicious Damage Report.

(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.

(6) Civil subpoena.

12. Is a memorandum for cash shortages prepared if
necessary? Yes | [JNo | [ N/A | Remarks:

13. Does the command ensure the information written on
the counter receipt is complete and legible? X Yes | [INo | [JNA | Remarks:

14. Was a counter receipt issued for each witness fee
deposit received? X Yes | [JNo | [ N/A | Remarks:

15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? Yes | [JNo | []N/A | Remarks:

16. Was gach counter receipt issued for.each sale, R S S
including the sale of discarded t)r'es, junk batteries, [] Yes No | CJN/A funds for the fleet items mentioned
used rotors, and other cash received?

17. Is sales tax added to items that are not for resale?

D Yes D No N/A Remarks:

18. Are all counter receipts pre-numbered and issued in
numerical sequence? X Yes | [ONo | [JN/A | Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, JYes | [ONo | X N/A | Remarks:

Credit Memo - Non- Equipment?

20. Is the STD 439, Disbursement Voucher, properly .
authorized and completed to support expenditure? [JvYes | [JNo N/ || Remerks:

21. Are the CHP 264, Petty Cash Replenishment _ ,
Requests, completed at least monthly if over $10.00, Yes | [ONo |[JNA cers’garks' Except during state budget
quarterly if under $10.00, and on June 30 of each '
fiscal year?

22. Is the CHP 264 properly authorized?

Yes D No D N/A Remarks:

23. Does the total amount of cash, receipts on hand, and ,
receipts in transit equal the total of petty cash and Yes | [ONo | [JN/A | Remarks:
change funds?

24. Is there documentation to support periodic reviews of _
petty cash and change funds performed by the X Yes | ONo | [JN/A | Remarks:
commander or designated person?

25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? [JYes | [ONo | [X Na | Remarks: Accurate to date.

CHP 680G (Rev. 09-08) OP] 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Controls
26. Were change funds used to cash checks, money
orders or cashier/travelers checks? [JYes No | [JN/A | Remarks:
27. Are change funds cver $100 and petty cash funds
over $200 kept in a safe, vault, or money chest X Yes | [ONo | [JN/a | Remarks:
adeqguate to safeguard cash?
28. Are all petty cash purchases under $507
Yes D No D N/A Remarks:
29. Is petty cash used to purchase prohibited items?
D Yes [g No D N/A Remarks:
30. Did the command circumvent the doliar limitation by
splitting the purchase? ] Yes No | [JN/A | Remarks:
31. Is a petty cash custodian designated by the
commander? X Yes | [ONo | [JN/A | Remarks: OSSI

CHP 680G (Rev. 03-08) OP1 010




STATE OF CALIFORNIA Command: Division: Chapter: i
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Humboldt Area | Northern Four ]
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Sergeant Matt Larsen 11/20/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapler inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvemenl, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan included |
[] Division Level [X] Command Level [ Appeal Included
[ . .
[] Executive Office Level [] Attachments Included
Follow-up Required: ‘ Forward to: Commander's Signature: Date:
Northern Division (r\\ { y
[JYes > No , ‘ " f i
Due Date: 2/20/2009 A 2 i {69

Chapter Inspection: Chapter-Four -:Fiscal:Controls

' Inspector’s Comments Regarding Innovative Practices:

Humboldt Area has not implemented any innovative practices warranting departmental consideration.
Our supervisory staff is encouraged to evaluate methods which would improve fiscal management,
control, and accountability.

| Command Suggestions for Statewide Improvement: |

Humboldt Area recommends raising the current reporting requirement for petty cash replenishment from
$10.00 to $50.00 dollars. This would reduce associated paperwork and ease management of petty cash

funds.

——

| Inspector's Findings:

Sergeant Hal Rosendahl and OSS| Kimberly Holland assisted with completion of this inspection. They
both share in responsibility and oversight of fiscal management and have a genuine concern for
ensuring related policies and procedures are followed.

CHP 680A (Rev 09-08) OP1010



* STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: | Chapter |
Humboldt Area | Northern | Four

Inspected by: | Dale:

Sergeant Matt Larsen | 11/20/2008

Page 2

' Commander's Response:

See inspector’s findings.

i Inspector's Comments: ;

See inspector’s findings

Reqguired Action: None required

| Corrective Action Plan/Timeline

CHP 680A (Rev 08-08) OP1010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

i Command Division: Chapter:

| Humboldt Area | Northern Four

i Inspected by: Date: |
Page 3 | Sergeant Matt Larsen 11/20/2008 |

Appeal Process: (A'ppeals shall be filed within five (5) .business days of the completed.chapter inspection).

| Commander's Basis for Appeal: |

N/A

[ Appeal Review/Decision: (This shall be the only level of appeal).

CHP 680A (Rev 09-08) OP| 010



' STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Dale;

’7 SPECor's Sig?ature: ( E 3
g&:—b« A Qmam 2z E’ Ly !0 9
Responding Commander's Signature (for appeal): Date:

CHP G8OA (Rev 09-08) OPI MO




STATE OF CALIFORNIA
BELARIMERT OFEARFORNELIICLINAFATIROE Command: Division: Northern Number: 131
INSPECTION PROGRAM Cottonwood
Chapter 4 Evaluated by: Date:
Fiscal Controls Lieutenant Todd Morrison 10/08/2008
Assisted by:
Sergeant Vince Zambrana 10/08/2008

Page 10f3

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,

the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION
[] Division Level X Command Level

[[] Office of Inspections (] Voluntary Self-Inspection

Lead Inspector's Signature:

)bl b s

Date:

Follow-up Required:

[]Yes X No ] Follow-Up Inspection

Commander’s Signature:

/705&/7’“0"/‘/‘@“’\ 10/08/2008

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

Chapter 2.

1. Is management actively involved in reviewing and
approving paperwork related to receiving and Xl Yes | [ONo |[JN/A | Remarks:
preparing collections?

2. Does the command have Standard Operating Remarks: Respective personnel (L.,
Procedures (SOP) to provide necessary guidelines []Yes No |[[JN/A &"o”;”e’fr;d:;t's?fg‘r’: tf’:iﬁzg’;i"trh;"d
for overall management and accountability of p,ocesf Development of SOP
receiving and preparing collections? guidelines not necessary at this time.

3. Does the command have adequate separation of
duties for collections received? X Yes | [INo | [JN/A | Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? Yes | [INo | [JN/A | Remarks:

5. s access to the safe and/or vault appropriately Remarks: No safe or vault on the
restricted? [Yes | [INo N/A | Premises.

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access | []Yes | [JNo | [ N/A | Remarks:
occur?

7. Was the lock combination changed when an excess
number of employees were aware of the [IYes | [INo |[JN/A | Remarks:
combination, transferred out of the Area, or no longer
requires access?

8. Is the safe securely anchored to the building?

I:] Yes D No lz N/A Remarks:

9. Are weekly transmittal reports prepared in ]
accordance with departmental policy? X Yes | [ONo |[JN/A | Remarks:

10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days | X Yes | [ONo | [JN/A RSMISTES:
following the week covered by the report?

CHP 680G (Rev. 09-08) OP1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Controls
11. Does the command submit the following forms
with the weekly transmittal when applicable? X Yes | [(ONo | [N/ | Remarks:
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.

(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).

(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.

(4) CHP 221, Malicious Damage Report.

(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.

(6) Civil subpoena.

12. Is a memorandum for cash shortages prepared if Remarks: To date, we have not
necessary? @ Yes D No I:] N/A experienced any cash shortages.

13. Does the command ensure the information written on
the counter receipt is complete and legible? B Yes | [JNo | [IN/A | Remarks:

14. Was a counter receipt issued for each witness fee
deposit received? X< Yes | [INo | [JN/A | Remarks:

15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? [JYes | [ONo |[XIN/a | Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, [JvYes | CONo |[XIN/A | Remarks:
used rotors, and other cash received?

17. Is sales tax added to items that are not for resale?

D Yes D No N/A Remarks:

18. Are all counter receipts pre-numbered and issued in
numerical sequence? X Yes | [ONo | JN/A | Remarks:

19. Were transfers of counter receipt books/certificates Remarks: To date, this function has
between field commands reported on a CHP 266A, ClYes | [ONo |[XIN/A gg%t:ﬁaer"‘ d"ecessary fentals
Credit Memo - Non- Equipment? '

20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? [JYes | [INo | [JN/A | Remarks:

21. Are the CHP 264, Petty Cash Replenishment )

Requests, completed at least monthly if over $10.00, | [JYes | BINo | CIN/A EeT:s”t‘:& feerf]’i'f’a”r:it':lfy“t d':f’estgetﬁg
fc_1ua1r?erly it?under $10.00, and on June 30 of each ,ov?, volume of its use.
iscal year?
22. Is the CHP 264 properly authorized?
g Yes l:] No D N/A Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and K Yes | [ONo |[IN/A | Remarks:
change funds?

24. |s there documentation to support periodic reviews of Remarks: This function is performed
petty cash and change funds performed by the Yes | [ONo |[INA gi“s"’/"?:r”getg’gt::e"°mma“der o
commander or designated person? '

25. Are overages and shortages of the petty cash B amafks: To Gates weraveindi

D Yes D No & N/A experienced an ovlerage or shortage

funds reported to Fiscal Management Section?

of petty cash.

CHP 680G (Rev. 09-08) OPI1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Controls
26. Were change funds used to cash checks, money
orders or cashier/travelers checks? []Yes No | [JN/a | Remarks:
27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest X Yes | [INo |[JN/A | Remarks:
adequate to safeguard cash?
28. Are all petty cash purchases under $50?
@ Yes I:l No D N/A Remarks:
29. Is petty cash used to purchase prohibited items?
D Yes & No D N/A Remarks;
30. Did the command circumvent the doliar limitation by
splitting the purchase? [JYes | XINo | [JN/A | Remarks:
31. Is a petty cash custodian designated by the
commander? X Yes | [JNo | [JN/A | Remarks:

CHP 680G (Rev. 09-08) OP] 010




STATE OF CALIFORNIA Command:; Division; Northern Chapter: Four
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Cottonwood IF

COMMAND INSPECTION PROGRAM Inspected by: . Date:
EXCEPTIONS DOCUMENT Lieutenant Todd Morrison 10/08/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:"” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level [X] Command Level [ Appeal Included
[] Executive Office Level [J Attachments Included
o Forward to; Commander's Signature: Date:
Follow-up Required: Northern Division 10/10/2008
[ves  BINo Due Date: 11/20/2008 /—?

r' :! l | rl =~

e e A IR

nChapter/inspection aa iRt

Inspector's Comments Regarding Innovative Practices:

Cottonwood Inspection Facility has not implemented any innovative practices warranting departmental
consideration. Our supervisory staff is encouraged to evaluate methods which would improve fiscal

management, control and accountability.

| Command Suggestions for Statewide Improvement;

Cottonwood Inspection Facility recommends raising the current reporting requirement for petty cash
replenishment from $10.00 to $50.00. This strategy would reduce associated paperwork and ease

management of petty cash funds.

It is further suggested that commanders ensure respective management/supervisory staff are actively
involved with all aspects of Area fiscal management to enhance oversight and accountability thereof.

| Inspector’s Findings:

Sergeant Vince Zambrana and Office Services Supervisor Diana Hutchinson assisted with completion of
this inspection. They both share in the responsibility of fiscal management and maintain a genuine

regard for ensuring related policies and procedures are followed.

CHP 680A (Rev, 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:
Cottonwood IF

Division: Northern

Chapter: Four

Inspected by:

Lieutenant Todd Morrison

Date:

10/10/2008

[ Commander’s Response:

See Inspector’s Findings.

| Inspector’'s Comments:

See Inspector’s Findings.

:Réquiired Action i rE s s R s e e g

Corrective Action Plan/Timeline

No corrective action required.

CHP 680A: (Rev. 09-08) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Command: Division: Northern Chapter: Four
Cottonwood IF
Inspected by: Date:

Page 3 Lieutenant Todd Morrison 10/10/2008

‘Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter Inspection)s i i i

Commander's Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be the only level of appeal).

Date:

Ld.}wsjﬁa@ml . 1O - 1D -0
IANADT, Date:

Responding Commander’s Signature (for appeal):

CHP 680A (Rev. 09-08) OP] 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
INSPECTION PROGRAM NORTHERN NORTHERN 101
Chapter 4 Evaluated by: Date:
Fiscal Controls SUSANNA JENKINS, OSSI| 11/13/2008
Assisted by: Date:

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any foliow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level X Command Level

[[] Office of Inspections [_] Voluntary Self-inspection

Lead Ingpector's Signature:

mmm%ﬁfmg/; Uy

Follow-up Required:
[]Yes X No ] Follow-Up Inspection

Commander's Sig/natu'fe: Date:
p:

. o

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

Chapter 2.
1.

Is management actively involved in reviewing and
approving paperwork related to receiving and
preparing collections?

IZ Yes D No D N/A Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receiving and preparing collections?

— Remarks: WE REFER TO HPM 11.1,
[ Yes No | LIN/A | CAeTER 4 AND HPM 1.2,

CHAPTER 11.2

3. Does the command have adequate separation of
duties for collections received?

Yes D No D N/A Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process?

X‘ Yes D No D N/A Remarks:

5. ls access to the safe and/or vault appropriately
restricted?

L__| Yes D No & N/A Remarks: Money is not kept in a

safe.

6. Does arecord exists which identifies who has access

to the safe and/or vault and when changes in access
occur?

D Yes D No XI N/A Remarks: Money is not keptin a

safe.

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
reguires access”?

D Yes D No & N/A Remarks: Money is not keptin a

safe.

8. Is the safe securely anchored to the building?

D Yes D No X] N/A Remarks:

9. Are weekly transmittal reports prepared in
accordance with departmental policy?

Yes D No D N/A Remarks:

10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days
following the week covered by the report?

X] Yes D No D N/A Remarks:
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11.

Does the command submit the following forms

with the weekly transmittal when applicable? Yes | [INo | [JN/A | Remarks:
+ (1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.
(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.
{6) Civil subpoena.
12. Is a memorandum for cash shortages prepared if
necessary? Yes | [JNo | [ N/A | Remarks:
13. Does the command ensure the information written on
the counter receipt is complete and legible? Yes | [INo [ [TIN/A | Remarks:
14. Was a counter receipt issued for each witness fee
deposit received? X Yes | [ONo | [JN/A | Remarks:
15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? Yes | [ONo | [ N/A | Remarks:
16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, X Yes | [ONo |[JN/A | Remarks:
used rotors, and other cash received?
17. Is sales tax added to items that are not for resale?
Yes D No D N/A Remarks:
18. Are all counter receipts pre-numbered and issued in
numerical sequence? X Yes | [JNo | [JN/A | Remarks:
19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, X Yes | [ONo |[JN/A |Remarks:
Credit Memo - Non- Equipment?
20. Is the STD 439, Disbursement Voucher, properly _
authorized and completed to support expenditure? [JYes | [JNo | [XIN/A | Remarks: Noaccasion to use.
21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, | [XI Yes | [ No | [[JN/A | Remarks:
quarterly if under $10.00, and on June 30 of each
fiscal year?
22. 1s the CHP 264 properly authorized?
IZI Yes D No D N/A Remarks:
23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and Yes | (O No |[JN/A | Remarks:
change funds?
24. s there documentation to support periodic reviews of
petty cash and change funds performed by the Yes | [JNo |[JN/A | Remarks:
commander or designated person?
25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? X Yes | [JNo |[JN/A | Remarks:
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26. Were change funds used to cash checks, money
orders or cashier/travelers checks? []Yes No | [J N/A | Remarks:
27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest X Yes | [JNo | [ N/A | Remarks:
adequate to safeguard cash?
28. Are all petty cash purchases under $507?
& Yes |__—l No L—_I N/A Remarks:
29. Is petty cash used to purchase prohibited items?
D Yes No l:l N/A Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? (JYes | XINo | [JN/A | Remarks:
31. Is a petty cash custodian designated by the
commander? Yes | [INo | [ N/A | Remarks:
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STATE QOF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Northern Division: Northern Chapter: 4

Date:

11/13/08

Inspected by:

Susanna Jenkins, OSSI|

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

[] Division Level x Command Level

[] Executive Office Level

x Corrective Action Plan included
[] Appeal Included
[] Attachments Included

Follow-up Required: Forward to:

[] Yes

% 9 Due Date:

Chapter Inspection

Commander's.Signature:

Inspector's Comments Regarding Innovative Practices:

None

| Command Suggestions for Statewide Improvement:

None

| Inspector's Findings:

Division administrative units are complying with existing policies and laws.

Page 2
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" STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Northern Chapter: 4
Northern

Inspected by: Date:
Susanna Jenkins, OSSI| 11/13/08

| Commander’'s Response:

| concur with the evaluator’s findings.

| Inspector's Comments:

None

Required Action

Corrective Action Plan/Timeline

None
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command; Division: Northern Chapter.: 4
Northern

Inspected by: Date:
Susanna Jenkins, OSS!I 11/13/08

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal.

N/A

[ Appeal Review/Decision: (This shall be the only level of appeal).

/)
Lead lnspffctor {s;;];/u%/ o %4/\/6 .,_L

Date:

Respoyd hg lCommander S S|gnature (for appeal):

Date:

1/ 30 /2208
l
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL T o Northern | Number
' vision. :
INSPECTION PROGRAM Ukiah Area D]ivisc;on 150
Chapter 4 Evaluated by: Date:
Fiscal Controls Sergeant D. |. Tafel, #12222 11/10/2008
Assisted by: Date:

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:
TYPE OF INSPECTION

] Division Level Xl Command Level E _D W

[] Office of Inspections [ 1 Voluntary Self-Inspection

FoIIow-up Requiredi Commander's Signature: Date:

[] Yes X No [] Follow-Up Inspection ,/? ‘<""7‘///»—-/'7./’ 11/17/2008

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

Chapter 2.
1. Is management actively involved in reviewing and
approving paperwork related to receiving and XK Yes | [JNo | [ N/A | Remarks:
preparing collections?

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines X Yes | [INo |[JN/A |Remarks:
for overall management and accountability of
receiving and preparing collections?

3. Does the command have adequate separation of

duties for collections received? Yes | [JNo | []N/A | Remarks:
4. Does the command have adequate separation of

duties for the cash receipt process? MK Yes | [INo | IN/A Remarks:
5. Is access to the safe and/or vault appropriately

restricted? [JYes | [INo |[X N/A | Remarks:

6. Does a record exists which identifies who has access _
to the safe and/or vault and when changes in access | [] Yes | [INo | [XI N/A | Remarks:
occur?

7. Was the lock combination changed when an excess
number of employees were aware of the [JYes | [ONo | [X N/A | Remarks:
combination, transferred out of the Area, or no longer
requires access?

8. Is the safe securely anchored to the building? _
D Yes [:I No N/A Remarks:

9. Are weekly transmittal reports prepared in .
accordance with departmental policy? X Yes | [JNo |[JN/A | Remarks:

10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days | [X] Yes | [ No | [L]N/A
following the week covered by the report?

Remarks:
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11.

Does the command submit the following forms

with the weekly transmittal when applicable?

(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.

(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).

(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.

(4) CHP 221, Malicious Damage Report.

(6) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.

(8) Civil subpoena.

X Yes

[ No

L1 N/A

Remarks:

12.

Is @ memorandum for cash shortages prepared if
necessary?

X Yes

[ INo

LIN/A

Remarks:

13.

Does the command ensure the information written on
the counter receipt is complete and legible?

X Yes

I No

LIN/A

Remarks:

14.

Was a counter receipt issued for each withess fee
deposit received?

X Yes

[l No

[IN/A

Remarks:

15.

Was a counter receipt issued for each movie,
wide-load, and special event detail(s)?

X Yes

[l No

LI N/A

Remarks:

16.

Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

X Yes

[1No

LI N/A

Remarks:

17.

Is sales tax added to items that are not for resale?

X Yes

[ No

LI N/A

Remarks:

18.

Are all counter receipts pre-numbered and issued in
numerical sequence?

X Yes

] No

L1N/A

Remarks:

19.

Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A,
Credit Memo - Non- Equipment?

X Yes

1 No

[ N/A

Remarks:

20.

Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure?

Yes

[ No

] N/A

Remarks:

21.

Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal year?

X Yes

[JNo

LI N/A

Remarks:

22.

Is the CHP 264 properly authorized?

X Yes

[]No

L] N/A

Remarks:

23.

Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
change funds?

X Yes

] No

[IN/A

Remarks:

24,

Is there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or designated person?

X Yes

1 No

LI N/A

Remarks:

25,

Are overages and shortages of the petty cash
funds reported to Fiscal Management Section?

X Yes

[ No

[]N/A

Remarks:
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26. Were change funds used to cash checks, money
orders or cashier/travelers checks? [JYes | XINo | [JN/A | Remarks:
27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest X Yes | [ONo |[[]N/A | Remarks:
adequate to safeguard cash?
28. Are all petty cash purchases under $50?
IXI Yes D No D N/A Remarks:
29. Is petty cash used to purchase prohibited items?
D Yes & No D N/A Remarks:
30. Did the command circumvent the dollar limitation by '
splitting the purchase? [JYes | XINo | [JN/A | Remarks:
31. Is a petty cash custodian designated by the .
commander? X Yes | [ONo | []N/A | Remarks:
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STATE OF CALIFORNIA Command: Division: Chapter: "-1

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL IUK"’”‘ iE Northern Division g l
) nspecte . aie:
COMMAND INSPECTION PROGRAM Setean D11 Tafel 112222 Tiorz00s ‘

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level X Command Level ] Appeal Included
[ ] Executive Office Level <] Attachments Included
A Forward to: Commander’s Signature: Date:
Follow-up Required: Northern Division 11/17/2008
Llves  BINo Due Date: 112012008 [ 7. . S~

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

Ukiah Area’s Fiscal Control policies and procedures were very well organized.

| Command Suggestions for Statewide Improvement:

None

| Inspector’s Findings: . ]

As stated above the Ukiah Area's Fiscal control policies and procedures were very well organized. No
discrepancies were found.
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL ¢ Command: Division: Chapter:
COMMAND INSPECTION PROGRAM Ukiah _J_the”‘ Bivisien :
EXCEPTIONS DOCUMENT Isn:r%z(;tﬁ? Db>ll.: Tafel, #12222 1D1a/t1e 6/2008

Page 2

| Commander's Response:

Commander acknowledges and does not dispute the auditors’ findings.

| Inspector's Comments:

None

Required Action

Corrective Action Plan/Timeline

No corrective action required.

Ap peal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

Not Applicable

[ Appeal Review/Decision: (This shall be the only level of appeal).

Not Applicable

‘Lead Inspectpr's Signaturg: Date:
K \5‘ ‘ § 11/17/2008

Responding Commandef's Signature (for appeal): Date:

= 11/17/2008
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL oo Sivision: ST
INSPECTION PROGRAM ALTURAS NORTHERN 170-05-08
Chapter 4 Evaluated by: Date:
Fiscal Controls ACT. SGT. MIKE NARDON]I 10/29/2008
#11285
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes” or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used Follow-up Inspection,
the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected. ﬁ

TYPE OF {NSPECTION

[] Division Level X Command Level

[] Office of Inspections (] Voluntary Self-Inspection

Follow-up Required: | CommangersSi : Date:
[ ]Yes No (] Follow-Up Inspection ﬁé //f /r 5 5

For applicable policies, refer o State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

Chapter 2.
1. Is management actively involved in reviewing and )
approving paperwork related to receiving and X Yes | [ONo |[JN/A | Remarks:

preparing collections?

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines X Yes | [INo |[JN/A | Remarks:
for overall management and accountability of
receiving and preparing collections?

3. Does the command have adequate separation of

duties for collections received? Xl Yes | [INo | [JN/A | Remarks:
4. Does the command have adequate separation of
duties for the cash receipt process? X Yes | [ONo |[JN/A | Remarks:
5. Is access to the safe and/or vault appropriately
restricted? X Yes | [JNo |[JN/A | Remarks: LOCKBOXISINA

LOCKED DRAWER.

6. Does a record exists which identifies who has access .
to the safe and/or vault and when changes in access | X Yes | [INo | []N/A | Remarks:

occur?
7. Was the lock combination changed when an excess e ——
number of employees were aware of the [JYes | UNo ALY Rei=ie
i LOCK BOX IS SECURED WITH A
combination, transferred out of the Area, or no longer KEY.

requires access?

8. ls the safe securely anchored to the building? _
D Yes D No [X! N/A Remarks:

9. Are weekly transmittal reports prepared in _
accordance with departmental policy? X Yes | [ONo |[JN/A | Remarks:

10. Is the weekly transmittal report(s) submitted to Fiscal _
Management Section (FMS) within five working days | X Yes | [JNo | [JN/A | Remarks:
following the week covered by the report?
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Fiscal Controls
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11. Does the command submit the following forms

with the weekly transmittal when applicable? K Yes | [ONo | [N/A | Remarks:
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.
(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.
(6) Civil subpoena.
12. Is a memorandum for cash shortages prepared if
necessary? X Yes | [JNo |[]N/A | Remarks:
13. Does the command ensure the information written on
the counter receipt is complete and iegible? X Yes | [INo [ [ N/A | Remarks:
14. Was a counter receipt issued for each witness fee
deposit received? X Yes | [INo | [JN/A | Remarks:
15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? [OYes | [ONo | [XIN/A | Remarks:
16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, X Yes | [INo |[[JN/A | Remarks:
used rotors, and other cash received?
17. Is sales tax added to items that are not for resale?
D Yes & No D N/A Remarks:
18. Are all counter receipts pre-numbered and issued in
numerical sequence? Yes | [INo | [JN/a | Remarks:
19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, Clyes | X No | [LIN/A SEFSET;ST: gch)}zsv/;\\'\lsSFER OF A
Credit Memo - Non- Equipment? DOCUMENTED WHEN THE
TRANSFER OCCURRED/THE
TRANSFER WAS CORRECTED ON
A CHP 266A ON 10-29-2008.
20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? [DYes | [ONo | [XN/a | Remarks:
21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, | Xl Yes | [JNo | [ N/A | Remarks:
guarterly if under $10.00, and on June 30 of each
fiscal year?
22. Is the CHP 264 properly authorized?
@ Yes D No D N/A Remarks:
23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and X Yes | [JNo | [JN/A | Remarks:
change funds?
24. |s there documentation to support periodic reviews of
petty cash and change funds performed by the K Yes | [JNo | [JN/A | Remarks:
commander or designated person?
25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? [JYes | [INo |[XN/a | Remarks:
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INSPECTION PROGRAM
Chapter 4
Fiscal Controls
26. Were change funds used to cash checks, money
orders or cashier/travelers checks? [JYes | XINo | [C]N/A | Remarks:
27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest (JYes | [INo | B N/A | Remarks:
adequate to safeguard cash?
28. Are all petty cash purchases under $507?
& Yes D No D N/A Remarks:
29. Is petty cash used to purchase prohibited items?
D Yes [z No D N/A Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? [(JYes | INo | [JN/A | Remarks:
31. Is a petty cash custodian designated by the
commander? Yes | [INo | [JN/A | Remarks:

CHP 680G (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA Command: Division: y —'C_)hapter:
- DEPARTMENT OF CALIFORNIA HIGHWAY PATROL ALTURAS NORTHERN 4
COMMAND INSPECTION PROGRAM Inspected by: Date:
R.M. NARDONI #11285 02-13-2009

EXCEPTIONS DOCUMENT e

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [ ] Corrective Action Plan Included
N riad N

[] Division Level Command Level [ Appeal Included

[l Executive Office Level ] Attachments Included

Date:

Follow-up Required: Forward to: (?ommander_s Signatwyre:

[]Yes X No

Due Date:

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

N/A

| Command Suggestions for Statewide Improvement:

N/A

| Inspector’s Findings:

THE ALTURAS AREA DOES NOT HAVE A SAFE OR VAULT TO SECURE PETTY CASH. THERE IS
A LOCK BOX THAT IS SECURED IN A LOCKED DRAWER WITH LIMITED ACCESS BY OSS1 (K.
KNAUSS) AND OA (L. MINTO). THE LOCK BOX IS SECURED WITH A KEY LOCK AND NOT A
COMBINATION LOCK. THE ALTURAS AREA MAINTAINS $20.00 IN THE CHANGE FUND AND
$200.00 IN PETTY CASH. ALL CASH IS SECURED IN A LOCKED DRAWER. $20.00 CHANGE HAS
BEEN PROVEN TO BE AN APPROPRIATE AMOUNT OF CASH TO KEEP ON HAND THROUGH
MANY YEARS OF SERVICE TO THE PUBLIC. DURING THE CHAPTER 4 INSPECTION WE
LEARNED THAT A COUNTER RECEIPT BOOK #827156 WAS SHIPPED TO THE SUSANVILLE
AREA OFFICE ON 10-03-2008. DURING THE INSPECTION WE ALSO LEARNED THAT A CHP 266A
WAS REQUIRED FOR THE COUNTER RECEIPT BOOK TRANSFER. OSS1 (KNAUSS)
COMPLETED AND SUBMITTED THE CHP 266A IMMEDIATELY.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: [ Chapter:
ALTURAS NORTHERN 4

“Inspected by: ST E—
R.M. NARDON!I #11285 02-13-2009

| Commander’s Response:

The petty cash and change fund are secure and have not had any incidence of unwarranted access.
The 266A credit memo was properly secured to report the transfer of receipt book #827156 to Susanville

Area.

[ Inspector's Comments:

THE ALTURAS AREA MAINTAINS ACCURATE SECURE RECORDS IN REGARD TO FISCAL
CONTROLS. IN ADDITION THE AREA ALSO HOLDS AN OUTSTANDING RECORD OF
MAINTAINING SECURE PETTY CASH FUNDS. THE AREA IS ALSO QUICK TO MAKE
ADJUSTMENTS AND CORRECTIONS WHEN REQUIRED.

equire.d Action

Corrective Action Plan/Timeline

Alturas Area will ensure future transfers of inventoried items are accompanied by a 266A credit memo
before leaving the facility. No corrective action is required.
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command: Division: Chapter:
ALTURAS NORTHERN 4
Inspected by: - Date:

R.M. NARDONI #11285 02-13-2009

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

" Lead Inspector's Signa%_/ -

Date:

OZ 149 -JaH

“Responding Commander's Signature (for appeal):

Date:
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: DTeeTon: Number-

INSPECTION PROGRAM Crescent City Northern

Chapter 4 Evaluated by: Date:

Fiscal Controls S.R. Jennings, #15913, Officer | 11/05/2008
Assisted by: Date:

INSTRUCTIONS: Answer individual items with “Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken, If this form is used as a Follow-up Inspection,
the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level X Command Level

Lead Inspector's Signature:

[[] Office of Inspections [] Voluntary Self-Inspection "< _ B I Vo590
Follow-up Redquired: Commander's Signature'l Date:
[]Yes P No ] Follow-Up Inspection Dy 11/05/2008

For applicable policies, refer to State Administrative

Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

Chapter 2.

1. s management actively involved in reviewing and
approving paperwork related to receiving and Yes | [JNo | [JN/A | Remarks:
preparing collections?

2. Does the command have Standard Operating . ,
Procedures (SOP) to provide necessary guidelines [(dYes | XINo | [IN/A gﬁ’l‘;::‘; Staff utilizing HPM's for
for overall management and accountability of '
receiving and preparing collections?

3. Does the command have adequate separation of
duties for collections received? Yes | [INo | [JN/A | Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? Yes | [INo | [JN/A | Remarks:

5. Is access to the safe and/or vault appropriately
restricted? X Yes | [[INo | []N/A | Remarks:

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access | [X] Yes | [ JNo | [JN/A | Remarks:
occur?

7. Was the lock combination changed when an excess
number of employees were aware of the (JYes | [INo |[XIN/A | Remarks:
combination, transferred out of the Area, or no longer
requires access?

8. s the safe securely anchored to the building?

[IYes | [ONo | X N/A | Remarks:

9. Are weekly transmittal reports prepared in
accordance with departmental policy? Yes | [JNo | [JN/A | Remarks:

10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days | [ Yes | [JNo | [JN/A | Remarks:
following the week covered by the report?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls
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1.

Does the command submit the following forms

with the weekly transmittal when applicable?

(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.

(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).

(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.

(4) CHP 221, Malicious Damage Report.

(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.

(6) Civil subpoena.

X Yes

[ No

L] N/A

Remarks:

12.

Is a memorandum for cash shortages prepared if
necessary?

] Yes

[ 1No

X N/A

Remarks:

13.

Does the command ensure the information written on
the counter receipt is complete and legible?

X Yes

[ ] No

[ N/A

Remarks:

14.

Was a counter receipt issued for each witness fee
deposit received?

Yes

[l No

[IN/A

Remarks:

15.

Was a counter receipt issued for each movie,
wide-load, and special event detail(s)?

X Yes

] No

[IN/A

Remarks:

16.

Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

X Yes

I No

LI N/A

Remarks:

17.

Is sales tax added to items that are not for resale?

X Yes

[1No

LIN/A

Remarks:

18.

Are all counter receipts pre-numbered and issued in
numerical sequence?

Yes

[ 1No

L1 N/A

Remarks:

19.

Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A,
Credit Memo - Non- Equipment?

[] Yes

I No

X N/A

Remarks:

20.

Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure?

[]Yes

[1No

X N/A

Remarks:

21.

Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal year?

X Yes

1 No

[LIN/A

Remarks:

22.

Is the CHP 264 properly authorized?

X Yes

[1No

L1 N/A

Remarks:

23.

Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
change funds?

N Yes

[1No

[IN/A

Remarks:

24,

Is there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or designated person?

X Yes

I No

[IN/A

Remarks:

25.

Are overages and shortages of the petty cash
funds reported to Fiscal Management Section?

X Yes

[ 1No

CIN/A

Remarks:
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26. Were change funds used to cash checks, money
orders or cashier/travelers checks? Clyes | XINo | [JN/A | Remarks:
27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest Yes | [INo | [JN/A | Remarks:
adequate to safeguard cash?
28. Are all petty cash purchases under $507?
Yes D No I:I N/A Remarks:
29. Is petty cash used to purchase prohibited items?
D Yes XI No E] N/A Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? []Yes No | [JN/A | Remarks:
31. Is a petty cash custodian designated by the
commander? Xl Yes | [INo | [JN/A | Remarks:
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" STATE OF CALIFORNIA N Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Crescent City Northern 4
COMMAND INSPECTION PROGRAM Inspected by: _ Date:
EXCEPTIONS DOCUMENT S.R. Jennings, #15913, Officer | 11/05/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION ["] Corrective Action Plan Included

[J Division Level [X] Command Level [] Appeal Included

[ Executive Office Level (] Attachments Included
Follow-up Required: E%rr}t/:}?errdntgivision Comeandsrs Honatis; _‘ I1313/'((?&:3/2008
Clves  DINo Due Date: 11/10/2008 —d

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

None noted.

| Command Suggestions for Statewide Improvement: ]

No suggestions for improvements.

[ Inspector's Findings: N

The Crescent City Area was found to be in compliance with the State Administrative Manual (SAM),
HPM 11.1, Chapter 4, HPM 11.2, Chapter 2. Although no specific area SOP exists to provide guidelines
for overall management and accountability of receiving and preparing collections, the OSSI and OAll
were found to be utilizing HPM 11.1 and HPM 11.2 for guidance.
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' STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter
Crescent City | Notthem @
Inspected by: Date:
Page 2 S.R. Jennings, #15913, Officer | 11/05/2008
| Commander's Response: ]

| Inspector's Comments:

The Crescent City Area was found to be within CHP policy in regards to Fiscal Controls.

Required Action

Corrective Action Plan/Timeline
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STATE OF CALIFORNIA
DEPARTMENT Of CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
Crescent City | Northern B
Inspected by: Date:

Page 3 S.R. Jennings, #15913, Officer | 11/05/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal). _]

el il . e
Lead inspector's “iTalure; \ Date:
T
i R I Wl A 11/05/2008
NN '
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' STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Responding Commander's Signature (for appeal): Date:
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division- Number:
INSPECTION PROGRAM Red Bluff Northern 4
Chapter 4 Evaluated by: Date:
Fiscal Controls B. Waltman, #A13004 11/04/08
Assisted by: Date:

/

Page 10f3 /

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

] Division Level 4 Command Level

[ Office of Inspections

[] Voluntary Self-Inspection

Lead Inspector's Signature:

Follow-up Required:

D Yes & No 1 Follow-Up Inspection

Commander's Signaturg: - Date:
/4/ /7. f;ii,%z_, ///5%>5

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

Chapter 2.
1. Is management actively involved in reviewing and
approving paperwork related to receiving and XlYes | [(ONo |[JN/A | Remarks:
preparing collections?
2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines [JYes | I No | [IN/A 'ﬁeg‘arks [EommIEEARIONRWSIHIENt
for overall management and accountability of o
receiving and preparing collections?
3. Does the command have adequate separation of
duties for collections received? K Yes | [ONo | [JN/A | Remarks:
4. Does the command have adequate separation of
duties for the cash receipt process? X Yes | [ONo | [JN/A | Remarks:
5. Is access to the safe and/or vault appropriately
restricted? [IVYes | [INo | [ N/A | Remarks:
6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access | []Yes | [ONo | [XI N/A | Remarks:
occur?
7. Was the lock combination changed when an excess
number of employees were aware of the CvYes | [ONo N/A | Remarks:
combination, transferred out of the Area, or no longer
requires access?
8. Is the safe securely anchored to the building?
D Yes D No & N/A Remarks:
9. Are weekly transmittal reports prepared in
accordance with departmental policy? X Yes | [ONo | [JN/A | Remarks:
10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days | [ Yes | [INo | [JN/A | Remarks:

following the week covered by the report?
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INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page 20f3

11. Does the command submit the following forms

with the weekly transmittal when applicable? X Yes | [OJNo | [JN/A | Remarks:

(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.

(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).

(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.

(4) CHP 221, Malicious Damage Report.

(6) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.

(6) Civil subpoena.

12. Is a memorandum for cash shortages prepared if
necessary? K Yes | [INo | [IN/A | Remarks:

13. Does the command ensure the information written on
the counter receipt is complete and legible? Yes | [ONo | [JN/A | Remarks:

14. Was a counter receipt issued for each witness fee
deposit received? Yes | [JNo |[JN/A | Remarks:

15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? OvYes | [ONo | [X N/A | Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, X Yes | [JNo |[JN/A | Remarks:
used rotors, and other cash received?

17. Is sales tax added to items that are not for resale?

XI Yes [:] No D N/A Remarks:

18. Are all counter receipts pre-numbered and issued in
numerical sequence? X Yes | [JNo |[JN/A | Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, XK Yes | [ONo |[JN/A | Remarks:
Credit Memo - Non- Equipment?

20. Is the STD 439, Disbursement Voucher, properly _
authorized and completed to support expenditure? [JYes | [INo N/A | Remarks:

21. Are the CHP 264, Petty Cash Replenishment ‘
Requests, completed at least monthly if over $10.00, | X Yes | O No | [0 N/A | Remarks:
quarterly if under $10.00, and on June 30 of each
fiscal year?

22. |s the CHP 264 properly authorized?

XIYes | [ONo [[JN/A | Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and Yes | [ONo |[[JN/A | Remarks:
change funds?

24, Is there documentation to support periodic reviews of = ,
petty cash and change funds performed by the Yes | [ONo |[[INA Eg&“i;kdsé rF;'S d?gb'”et#1' (o disEr
commander or designated person? '

25. Are overages and shortages of the petty cash )
funds reported to Fiscal Management Section? KvYes | [ONo | [JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Controls
26. Were change funds used to cash checks, money
orders or cashier/travelers checks? [ Yes No | [J N/A | Remarks:
27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest K Yes | [ONo | [JN/A | Remarks:
adequate to safeguard cash?
28. Are all petty cash purchases under $507
Yes D No D N/A Remarks:
29. |s petty cash used to purchase prohibited items?
D Yes No D N/A Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? [] Yes No | [T] N/A | Remarks:
31. Is a petty cash custodian designated by the
commander? XK Yes | [ONo | [JN/A | Remarks:
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3TATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Red Bluff Northern 4
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT 0SS1 B. Waltman, #A13004 11/4/08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
(] Division Level X Command Level [ Appeal Included
[J Executive Office Level [0 Attachments Included

Forward to: Commander's Signature: Date:

A 7). yé,Zf% 11/5/08

Follow-up Required:

[ Yes

X No

Due Date:

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

| Command Suggestions for Statewide Improvement:

| Inspector’s Findings:

Area is in compliance with policy and procedure as provided in HPM 11.1 and HPM 11.2.
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command:; Division: Chapter:
COMMAND INSPECTION PROGRAM Red Biuff Northern 4
Inspected by: Date:
EXCEPTIONS CRCUMSNT 0SS1 B. Waltman, #A13004 11/4/08
age 2
| Commander's Response: B

Area maintains proficient fiscal controls and is in compliance with mandates associated with this chapter
inspection.

| Inspector's Comments:

Required Action

Corrective Action Plan/Timeline
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 STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Page 3

Command: Division: Chapter:
Red Bluff Northern 4
Inspected by: Date:
0SS1 B. Waltman, #A13004 11/4/08

Appeal Process:’ (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspectors Signature: Date:
il [Th i /- Y6
Respond’ng Commander's Signature (for appeal): Date:
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL = S ST

INSPECTION PROGRAM Trinity River | Northern 175

Chapter 4 Evaluated by: Date:

Fiscal Controls Joe Micheletti 11/10/2008
Assisted by: Date: J

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:
TYPE OF INSPECTION

(] Division Level X Command Level 7" ) - o _//

] Office of Inspections [] Voluntary Self-Inspection
I

FoIIOW-up Required: Commander's Signaiure: JE— _ Date:

Yes No ] Follow-Up Inspection ;W s / P
OYes ™ A e |
rd

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

Chapter 2.
1. |s management actively involved in reviewing and '
approving paperwork related to receiving and Yes | [ONo |[JN/A | Remarks:

preparing collections?

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines Xl Yes | [1No | [1N/A | Remarks:
for overall management and accountability of
receiving and preparing collections?

3. Does the command have adequate separation of

duties for collections received? X Yes | [1No | [JN/A | Remarks:
4. Does the command have adequate separation of

duties for the cash receipt process? Yes | [INo | [JN/A | Remarks:
5. Is access to the safe and/or vault appropriately

restricted? K Yes | [JNo |[JNA | Remarks:

6. Does a record exists which identifies who has access

to the safe and/or vault and when changes in access | [ Yes | [INo | [ N/A | Remarks
occur?

7. Was the lock combination changed when an excess
number of employees were aware of the D vYes | [ONo | CINA Remarks:

combination, transferred out of the Area, or no longer
requires access?

8. Is the safe securely anchored to the building? .
Kl Yes D No D N/A Remarks:

9. Are weekly transmittal reports prepared in _
accordance with departmental policy? X Yes | [INo | [ N/A | Remarks:

10. Is the weekly transmittal report(s) submitted to Fiscal _
Management Section (FMS) within five working days | DJ Yes | [INo | [ N/A REMBES
following the week covered by the report?
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STATE OF CALIFORNIA
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INSPECTION PROGRAM
Chapter 4
Fiscal Controls
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11. Does the command submit the following forms

with the weekly transmittal when applicable? Yes | [INo | [JN/A | Remarks:
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.
(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.
(6) Civil subpoena.
12. Is a memorandum for cash shortages prepared if .y _
neeEssan [ Yes | [INo | LN/ | Ho s memo would b
completed
13. Does the command ensure the information written on -
the counter receipt is complete and legible? Yes | [INo | [JN/A | Remarks:
14. Was a counter receipt issued for each witness fee
deposit received? Yes | [ONo | [IN/A | Remarks:
15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? X Yes | [INo | [JN/A | Remarks:
16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, K Yes | [INo |[IN/A | Remarks:
used rotors, and other cash received?
17. Is sales tax added to items that are not for resale?
Yes D No D N/A Remarks:
18. Are all counter receipts pre-numbered and issued in
numerical sequence? X Yes | [ONo |[]NA Remarks:
19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, K Yes | [ONo | [INA Remarks:
Credit Memo - Non- Equipment?
20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? X Yes | [ONo | []NA Remarks:
21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, | IX] Yes [JNo | []N/A | Remarks:
quarterly if under $10.00, and on June 30 of each
fiscal year?
22. |s the CHP 264 properly authorized?
@ Yes D No D N/A Remarks:
23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and K Yes | [ONo |LINA Remarks:
change funds?
24. |s there documentation to support periodic reviews of
petty cash and change funds performed by the X Yes | [ONo |[JN/A | Remarks:
commander or designated person?
25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? Xl Yes | [INo | [JN/A [ Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4 :
Fiscal Controls

26. Were change funds used to cash checks, money

orders or cashier/travelers checks? [] Yes No | [JN/A | Remarks:
27. Are change funds over $100 and petfty cash funds .
over $200 kept in a safe, vault, or money chest X Yes | [INo | [JN/A | Remarks:

adequate to safeguard cash?

28. Are all petty cash purchases under $507 _
& Yes I:l No l:] N/A Remarks:

29. Is petty cash used to purchase prohibited items? .
[]Yes No | [ N/A Remarks:

30. Did the command circumvent the dollar limitation by

splitting the purchase? [JYes | XINo | [JN/A | Remarks:
31. Is a petty cash custodian designated by the _
commander? XK Yes | [JNo | [JN/A | Remarks:
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STATE OF CALIFORNIA Command:Trinity Northern Division Chapter: 4
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL River

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Inspected by.Jos Micheletti Date:11/02/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION . [] Corrective Action Plan Included
[] Division Level X Command Level [ Appeal Included
[] Executive Office Level [ Attachments Included
Forward to: Commander’s Signature: Date:

Follow-up Required:

™’

[] Yes X[] No

Due Date:

Chapter Inspéction:

Inspector's Comments Regarding Innovative Practices:
Trinity River is a small command. One innovative practice is the daily interaction between the
commander and staff to ensure policy and procedures are being followed. This allows Area to quickly
identify any potential problems before they arise.

| Command Suggestions for Statewide Improvement: |
The current fiscal controls in place work well and allows Area to efficiently audit it's operations. This
results in sound fiscal practices that are within established guidelines.

| Inspector’s Findings: |

The Trinity River Area conducts all fiscal transactions within established policies. The commander takes
an active role to make sure these policies are followed.
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STATE OF CALIFORNIA
' DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Trinity
River Area

Division: Northern
Division

Chapter: 4

Inspected by: Joe Micheletti

Date: 11/02/2008

| Commander's Response:

None.

| Inspector's Comments:

Corrective Action Plan/Timeline
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
Tz ) 15 7 /?’ A /\/0/2 Thize—~ ‘“/

Inspected by: Date )
Page 3 Toe /%ry—p,ng ‘%///‘i//‘?

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

@ppeal Review/Decision: (This shall be the only level of appeal).

i /
Lead Inspeclor's Signature: < o _,,L., (\
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STATE OF CALIFORNIA
* DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Responding Commander's Signature (for appeal):

Date:
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State of California Business, ‘I ransportation and Housmng agency

Memorandum

Date: November 27, 2008
To: Northern Division
From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Yreka Area
File No.: 145,10808.08 020
Subject: YREKA AREA CHAPTER FOUR INSPECTION (FISCAL CONTROLS) —

EXCEPTIONS DOCUMENT RESOLUTION

The purpose of this memorandum is to provide certification of resolution regarding the Chapter
Four Inspection performed on October 30, 2008. Specifically, the Exception Document
recommendation to develop Area Standard Operating Procedures addressing overall fiscal

management responsibility has been completed.

Please do not hesitate to contact me at (530) 841-6006 if you have any questions regarding this
matter.

TU99-
LS I R
T. S. STURGES, Captain
Command Hr

Safety, Service, and Security
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 10f3
Command: Division: Number:
Yreka Northern 145
Evaluated by: Date:
Sgt Tim Lawson, #12051 Oct 30, 2008
Assisted by: Date:
OSSI C. Sempronio, #A13017 Oct 30, 2008

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via t
discrepancies and/or deficiencies shall.be documented on an Exceptions Document a

he “Remarks” section. Additionally, such
nd addressed to the next level of command.

Furthermore. the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:
TYPE OF INSPECTION >
[] Division Level ﬂCommand Level
”'Y_‘_J- et
] Office of Inspections ] Voluntary Self-Inspection \/
FO“OW-U[D Required: D Commander's Signature; Date:
Yes ’ No Follow-Up Inspection | —— q
e N X Oct 30, 2008
For applicable policies, refer to State Administrative & \
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2, '
Chapter 2.

1. Is management actively involved in reviewing and
approving paperwork related to receiving and K Yes | [INo [[JN/A | Remarks:
preparing collections?

2. Does the command have Standard Operating Remarks: Current SOP identifies
Procedures (SOP) to provide necessary guidelines [JYes | XINo |[JINA C‘r’c')'\‘jgfgégsnzc’r’:"a’:'('jti':s g\‘,‘é?a‘l’les not
for overall management and accountability of fnanagemem andgaccougntabimy,
receiving and preparing collections?

3. Does the command have adequate separation of
duties for collections received? Xl Yes | [INo | [IN/A Remarks.

4. Does the command have adequate separation of
duties for the cash receipt process? Yes | [INo [[JN/A | Remarks:

5. |s access to the safe and/or vault appropriately Remarks: Area does not possess a
restricted? [JYes | [INo N/A | safe.

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access | [] Yes | [1No N/A | Remarks:
occur?

7. Was the lock combination changed when an excess
number of employees were aware of the [Yes | [INo |[KIN/A | Remarks:
combination, transferred out of the Area, or no longer
requires access?

8. Is the safe securely anchored to the building?

L__| Yes D No E N/A Remarks:

9. Are weekly transmittal reports prepared in
accordance with departmental policy? X Yes | [I1No |[JN/A | Remarks:

10. Is the weekly transmittal report(s) submitted to Fiscal Remarks: Weekly transmittals are
Management Section (FMS) within five working days | K] Yes | []No []N/A jvlt‘abe”}:'“ed Sl ouili*woikgayiol ek
following the week covered by the report? '
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11. Does the command submit the following forms Remarks: ]
with the weekly transmittal when applicable? (] Yes No | [IN/A (a1 )d“'rz‘gtk;gﬁf g E‘;’t‘tt;‘igtsual R
(s EiPi265! Sle,of Discared Tinss/fik rotumed/exchanged a tho smal
atieries/use otors. business for replacement batteries.
(2) CHP 36, Evidence/Property Receipt/Report Used rotors are donated to a local
(Unclaimed Property). - | garpee:]l;;?;lhty (Tanner Towing,
(3) STD 634, Absence and Additional Time Worked (2) Unclaimed property is either
Report, for jury duty. donated to charity, turned over to an
(4) CHP 221, Malicious Damage Report. allied agency for auction, or
(5) CHP 464, Traffic Control Cost Estimate — i iy Sevies Kl
. epartmental policy.
Advance Deposit. (3) Currently, only jury duty summons
(6) Civil subpoena. sent with transmittal.
12. |s a memorandum for cash shortages prepared if
necessary? MYes | [(INo | [ INA Remarks:
13. Does the command ensure the information written on
the counter receipt is complete and legible? Yes | [INo | [JN/A | Remarks:
14, Was a counter receipt issued for each witness fee
deposit received? K Yes | [INo |[N/A | Remarks:
15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? X]Yes | [INo | [JN/A | Remarks:
16. Was each counter receipt issued for each sale, Remarks: (Refer #11 above)
including the sale of discarded tires, junk batteries, KX Yes | [JNo |[INA
used rotors, and other cash received?
17. Is sales tax added to items that are not for resale?
|ZI Yes D No D N/A Remarks:
18. Are all counter receipts pre-numbered and issued in Remarks: If a receipt is inadvertently
numerical sequence? K Yes | (ONo |[JN/A uﬁﬁi'sgg‘:héhskm’: JS:S;%:_CG'MW'”
19. Were transfers of counter receipt books/certificates Remarks: No transfer of receipt
between field commands reported on a CHP 266A, [JYes | [JNo |[¥]NIA | bookslcertficates has occurred.
Credit Memo - Non- Equipment?
20. Is the STD 439, Disbursement Voucher, properly Remarks: Has been no need to
authorized and completed to support expenditure? [Yes | [INo | [ N/A | utiize the STD 439.
21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, | [X] Yes | [INo | [1N/A IRGMakSE
quarterly if under $10.00, and on June 30 of each
fiscal year?
22. Is the CHP 264 properly authorized?
[Zl Yes D No D N/A Remarks:
23. Does the total amount of cash, receipts on hand, and Remarks: 0SS! Sempronio .
giie;:ggfil:\ntézgsit equal the total of petty cash and Yes | [INo |[INA gf‘;’i‘éﬂfﬁ‘ a;gggﬁg;’;f&t?;&ﬁ;‘h'5
! utitizing the Excel spreadsheet.
24. |s there documentation to support periodic reviews of Remarks: Quarterly reports/audits are
petty cash and change funds performed by the Yes | [JNo | [JN/A | completed
commander or designated person?
25. Are overages and shortages of the petty cash Remarks: None have occurred within
funds reported to Fiscal Management Section? Yes | [JNo | [IN/A | hepastyear
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26.

Were change funds used to cash checks, money

orders or cashier/travelers checks? [JYes | X No |[IN/A Remarks:

27. Are change funds over $100 and petty cash funds gﬁ?nafzsli_und  $20.00 max
over $200 kept in a safe, vault, or money chest MvyYes | ONo |[ IN/A Pattngash Fund = So0bl00 TR
adeguate to safeguard cash?

28. Are all petty cash purchases under $507

Iz] Yes D No D N/A Remarks:

29. Is petty cash used to purchase prohibited items?

D Yes IE No I:I N/A Remarks:

30. Did the command circumvent the dollar limitation by
splitting the purchase? [IYes | XINo | []N/A | Remarks:

31. Is a petty cash custodian designated by the Remarks: Recently assigned to OAll
commander? X Yes | [INo |[INA L. Terry due to pending OSSI

transfer.
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STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Yreka Northern 4
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Sergeant T. Lawson, #12051 10/30/08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION Xl Corrective Action Plan Included
[] Division Level Command Level ] Appeal Included
[] Executive Office Level [ Attachments Included

Date:

fa/fc‘ ;'15

Forward to: Commander's Signature:
Northern Division

Follow-up Required:

X Yes [1No

.27

Due Date: 11/20/08

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

| Command Suggestions for Statewide Improvement: |

[ Inspector’s Findings: |
Item #11. Currently, used rotors are donated to a local tow company (Tanner Towing). This practice
has been in place for approximately six months and is expected to be discontinued in the near future at
the request of the tow operation. Prior to this practice used rotors were discarded at the local waste
disposal site. There is currently no interest by an outside entity to pay a fee for the procurement of used
rotors. Per Mr. Paul Scholl at Fleet Operations Section, the current practice is acceptable. In an effort
to improve accountability, effective immediately, all donated or discarded rotors will be documented on a
CHP 265 (Sale of Discarded Tires/Junk Batteries/Used Rotors) form. A signature by the person or entity
accepting the used rotors will be obtained whenever practical.

Fiscal controls: Overall management and accountability regarding fiscal controls are in place and
functioning in accordance with expectations and departmental policies. Current Area Standard
Operating Procedures (SOP), however, does not provide specific details regarding overall fiscal
management and responsibility. SOP simply addresses collection responsibilities.
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
Yreka Northern 4

inspected by: Date:

Sgt T. Lawson, #12051 10/30/08

Page 2

| Commander’s Response:
hasiomem o SeF \ese— WO fee

’\>..)€ \’Z__Lc:\\eg

[ Inspector's Comments:

Required Action

Corrective Action Plan/Timeline

(1) It is recommended that Area develop SOP addressing overall fiscal management responsibility
prior to December 31, 2008.
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STAT= OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Command: Division: Chapter:
Yreka Northern 4
Inspected by: Date:
Page 3 Sgt T. Lawson, #12051 10/30/08

Appeal Process: (Appeais shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

\ Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspectow Date:
P /D /@45

Resnnndined—- w1~ i gpneal): Date:. / F#
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